<Institutional membership card application template>
PLEASE COMPLETE AND PRINT ON YOUR ORGANISATION’S LETTERHEAD
<INSERT DATE>
Young People’s Librarian
Scenic Rim Libraries

58 Brisbane Street

Beaudesert  Q  4285
Dear Librarian:
<INSERT SCHOOL NAME> hereby applies for Institutional Membership of the Scenic Rim Library Service.

I authorise <INSERT ORGANISATION’S CONTACT PERSON> to borrow on our organisation’s behalf and accept responsibility, on behalf of the institution, for compliance with the conditions of Scenic Rim Libraries memberships, rules and regulations.

I agree to 

· ensure items are returned in a timely fashion to others may use them;

· pay for any damage to Library materials borrowed using this card;
· pay the replacement cost of any Library materials lost or destroyed whilst being borrowed using 
this card.
Sincerely,
<INSERT NAME OF PRINCIPAL OR DIRECTOR>
<INSERT JOB TITLE> 
Institutional Membership

Institutions, such as schools and early childhood centres, located within Scenic Rim Regional Council area that have the authorisation of their Director or Principal may borrow as an institution member card.
a) The institution becomes the borrowing member

b) The address is that of the institution

c) The full name of the contact person or the person using the card is required

d) The contact person may sign the membership application form

e) The Library Service must be notified if there is a change of contact person

f) A letter, on the institution’s letterhead, signed by the head of the institution is required. In this letter the head of the institution will authorise the contact person to borrow in the institution’s name and accept responsibility, on behalf of the institution, for compliance with conditions of memberships, rules and regulations.  Please see the attached letter template.
